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1.0 Scope 
This procedure covers the use of UQ UniFi to submit order requests for lab supplies.  
 
This LSOP does not cover ordering equipment or other purchases for outside of laboratory use. This LSOP 
is to only be used by Lab Members of the Beveridge Group.  

2.0 Definitions 

BIOL – Biology  

3.0 Materials and Equipment  

1. Computer  

2. List of items needed  
 

4.0 Prescribed Actions  

1. Open FireFox web browser 

N.B. UniFi is subject to issues when submitting order requests with 
non-firefox browers 

2. Log into my.UQ website 

3. Navigate to UniFi (see figure 1) 

4. When e-procurement opens (see figure 2), select requisitions (see figure 3) 

5. Under Business Unit put in “05500” for Biological Sciences (see figure 4) 

6. Fill requisition form (as per figure 5) 

mailto:plantsuccess@uq.edu.au


LABORATORY STANDARD OPERATING PROCEDURE (LSOP) 
ARC COE for Plant Success in Nature and Agriculture: Ordering for the Lab 

 

 

LSOP67 Version: 1.1 Effective Date: 16/11/2021 Page 2 of 8 

 

7. Beveridge Details are (as per figure 6): 

a. Location: 010008-01C 

b. GL unit: UQ001 

c. Opal unit: 1005501 

d. Site: 01 

e. Fund: 423 

f. Func: 21 

g. PC bus unit: UQ001 

h. Project: 022661 – this is specifically for the ARC LAUREATE. There are 
other projects associated that will have their own. If unsure please 
talk with Sue (s.rowcliffe@uq.edu.au).  

i. Proj Fund: 423   

8. Press OK 

9. It will automatically navigate to the requisition screen  

10. Select UQeMarket (figure 7) 

11. Use the search function to search for required items (figure 8 & figure 9) 

12. When ready to place order select checkout (figure 10)  

13. It will automatically navigate to the checkout screen.  

14. From here ensure that all of the fields are correctly filled out for EACH item 
(figure 11) 

15. Once fields are filled you can submit the order for review (figure 12) 

N.B. it may ask for an additional fee for delivery or transport of 
biohazardous goods. The order may not submit if this is required for delivery 
so be sure to add it if it asks 

16. Collect order from BIOL Goods and Services on Level 1.  
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Figure 1: To Access UniFi Login to My.UQ. It is located to the left under the 
apps Tab 
 

 
Figure 2: Once Selected it will bring you to this screen select “eProcurement”  
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Figure 3: In the eProcurement Screen select Requisitions 
 

 
Figure 4: Under Business Unit put in “05500” for Biological Sciences 
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Figure 5: Then you will be required to input the specific fields for your 
Requestion 
 
 

 
Figure 6: The details as shown above are specific to Beverage Lab Ordering, if it 
is your first time ordering double check your specific requisition fields 
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Figure 7: Once the fields are filled and OK is selected you will relocate to the 
create requisition screen, Select UQeMarket 
 

Figure 8: Once selected input desired product codes or terms into the search 
bar 



LABORATORY STANDARD OPERATING PROCEDURE (LSOP) 
ARC COE for Plant Success in Nature and Agriculture: Ordering for the Lab 

 

 

LSOP67 Version: 1.1 Effective Date: 16/11/2021 Page 7 of 8 

 

 
Figure 9: For Example “24900” is the code for 1250uL Tips, Select quantity of 
product and Add to basket 
 
 

 
Figure 10: When all Items have been added select Checkout 
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Figure 11: In the checkout page ensure all specified fields are filled on each 
item. Sometimes these will have to be filled manually  
 

 
Figure 12: Once fields are filled you can submit the order for review, it may ask 
for an additional fee for delivery or transport of biohazardous goods. The order 
may not submit if this is required for delivery so be sure to add it if it asks 
 


